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ELECTRIC ACCOUNTING MACHINE SERVICES FOR ADMINIDTRATIVE ACTIVITIES
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The ingtallation, operstion, use, end maintenence of electric accounting and
statistiosl mechines in the Office of the Ccepiroller.

Establishing end maintaining the necessary punched-card date for all offices

for which sarvices by Machine Records Division of the Office of the Comptroller

are authorized.

Preparing reportes snd other date for Agency offices in sccordance with
sgroed-to schedules.

Maintaining the security of classified informetlion collected from various
Agency companents & reproduced on mechine tabulaticn cerds or in any

_other mmuner in sccordance with prescribed security stenderds.

Requests for the application of work requiremants in the sdministrative
field 1o electricsl sceounting machine methods will be submitted to the
Coamptroller on Porm No. 36-135, Machine Records Project Wark Order by the
office baving jurisdictlion over the subject matter.

Eech reguest sulsitted to the Comptroller shall be signed by an authorized
represantative of the arigivating office, snd shall include:

(1) A wrier dsscription of the service requested, i.e., content of finished
reports, sourse data, snd metbods of collecting; limiting factors as
to cut-off 4dstes mnd dewdlines,

(2) The function and purpose of the service requested with reference to
requiring directives.

(3) A Justificatics for the uee of elseiric accounting mechine methods.

{4) Estimate of persomnsl, time, and cout requirements by mmnumsl or other
meihods .

(5) Frequency of svbmission with starting and completion dstes.

The Comptroller will anslyze detalls of requedts in gollsborstion with
the office meking the request, in sppropriste cases will coordinate the
posed procedures snd machine utilizetion with the Menegement Staff,
DD/A, dstermine the adsptebility of the wark requirement to elecirical mesehine
metholds end the feagibdlity of performing the work requirement with the
fecilities and staffing svallsble or cbtaineble. When determinetion is made

2
Approved For Rélease 2002/05/06 : CWR?BE;B-MH8Aoo1500160053-2



wm—ee  Approved For Release 2002/05/06 53!‘3 “Fy |

25X1A

-

78-04718A001500160053-2

25X1A

SERVICES

that electricsl mechine methods are sdaptable to the proposed work require-
sent, the Camptraller, in collsboration with the reguesting office, will:

(1)
63
()
(k)
(5)
()

Deterwine reporting format snd devise any necessery codes for use
by reporiing sources which will be moet adspialle to machine processing.

mmmmmwmemwmwm
Resords Diviaion for processing apd estnblish necessary cut-off dates
Lo meet approved schedule for finished reports.

Develop detalled electric sccounting mschins opereting procedures
including preparation of teat rune as reguired.
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almeing and review of finished reports.

FOR THE DIRECTOR OF CENTRAL INTELLIGHNCE:

L. K. WIITE
Deputy Director
{(Administration)
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